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MEMORANDUM

TO: All Managers and Supervisors

FROM: Cindy Francisco
Safety Coordinator

DATE: August 1, 2000

SUBJECT: SAFETY MEETING IDEAS -- AUGUST 2000
                                                                                                                                                

Suggested issues to discuss during your next meeting are:

1. Some Tips to Prevent Repetitive Motion Injuries

• Some of our own habits can be our own causes of injury--look at what you do.
• Locate your keyboard directly in front of your monitor.
• Place your monitor height to your eye level (you may need to raise it up by

placing a sturdy box under it).
• Keep your keyboard either level or at a negative tilt while typing.
• Watch out for "extended reaches" -- can you move that item closer to avoid the

extended reach?  Or can you get out of your chair to eliminate the extended
reach all together?

• When reading your screen or downloading a file, relax your hands in your lap or
by your side rather than on the keyboard.

• Vary your tasks during the day so that you don't sit or stand for extended periods
of time.  Just a quick stretch can do a world of good!

• For more ideas, you can read the booklets Arranging Your Workstation to Fit You
or The Computer Users Guide.

2. What To Do When An Alarm Sounds

When the fire alarms sounds, STOP what you are doing and go directly to the
nearest exit.  Go assemble in the designated evacuation site.  If you are unaware of
where that is, check out your facility information on ARB Inside.  Click on
"Administrative Services" located on the left side.  Scroll down and click on "Safety."
From there you should choose "Facility Safety Information" and then choose your
facility.  The evacuation site should be listed.



3. Driving Defensively--How to Prevent Collisions

Sometimes accidents happen; however, it is our goal avoid them if we can.  Read
the attached page to learn how.  Also, remember that any employee who drives a
vehicle while on state business is required to take Defensive Driver's Training class
at least every four years.

Document your meeting by using Form HS-1 "Safety Meeting Report" which I have
attached for your convenience.  This can also be used, if you choose, to route the
information to each employee.  This record should be kept in your files for one year.

Attachment

cc:  Administrative Liaisons




